TO  : PAD Branch and Btaff Chiefs
FROM : Chief, PAD C

SUBJECT: Time and Attendance Records

1. BEffective immediately within tis Fhoto Analysis Division, the Office
of the Chief, eech Branch, and the Ster/, will maintain its own complete tims
and attendsnce records. The responsibi)ity for malntaining, recording and
computing time and attendance in eoch oz;mpg;z%ent will be as followa:

s

Office of the Chief - 25X1
Exploitetion/Support ST&
‘e Missiles/Electronics Branc

Tuclear Energy Brend
Industrial Branch -
(ieographiec Branch -

, 2. T4 is the responsibilify of eich Branch Chlef and vhe Staff Chief to.
ses that completed T and A cards, in tieir £inal smosth form, are turned in to
the Divizion Administrative Sécretary Ly 1015 the Monday they are due in the
PIC Administrative Office., Pranch end 3taff T and A curds will not be accepted
afser 1015, The Division nistrative Secratary will not make any changes
to branch T and A cards, nor 13 she exyected to review them for accuracy.

3, Each person in the Division will maintain a T an( A work sheet (see
Attechment A) from which/the 0/C, Bren+n and Staff“smooth 1 and A cards will
be prepared. It is the/responsibility «f each individual tv see that bis/her
vork sheet is properly/meintained and rlows the true record of work hours for
tha reporting period./ )

4, Before the foupleted T and A «urds are forwarded to the Photo Apalysis’
Division Chief at the end of each two wrek reporting period, tuc person respon-
' sible for keeping fhe 0/C, Branck apd Siaff cards will see that the following
steps have been tdien: : '

4. thbt the Bramch Chief, o Staff Chief, has rcviewed each card and
gnifies his approval b; iniltialipg same in the uyver lef? hsnd
gorner, S
e /tha.t attached to each c:.’d is the T and A wiy'k sheet from which:
/ the card was preparsd. ‘ Co TR
5. By /X482 on the Momday the curds are to be turned 1 to the PIC Admin-
istrative Jffice the PAD Administratfve Seeretary will subr:it all PADT end A
cards, with T wti A work sheets attached to each cardy to th: Division Chief.
for his approval. Following bis approval, and by 13€0, tae Division Administra-
tive 8scretery will deliver all T ani A eards to the PIC Admivistrative Office,
and return the T swcd A work sheets +) the appropriate Franch :ad Staff. :

|

Approved For-Release 2002/08/07"
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